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This revised instruction summary is being provided to add a screen missed in the previous instructions
dated 10/8/03. You will find the screen on page 4 of this revision.

Another issue you may notice on your report is that ‘Inactive’ positions are listed. Positions are no longer
deleted from the system, they are changed to ‘inactive’ status when no longer available for use. In the
next revision of the report we’ll eliminate those from the list but for now we have changed the Inactive
positions to a 0 fte so that while they will list, they will not add to your ‘Total BU/Dept Position FTE:’

One item you need to be aware of is that if you have a ‘regular’ position with more than one employee, it
will be listed in the report twice and consequently counted twice in the Total Dept. Position FTE. That is
one instance when the Total Dept. Position FTE may be overstated on the report. One possible solution
is to add another position part-time (i.e. two 50% FTE positions instead of one 100% FTE). However,
that should not be necessary when a single regular position is actually being shared by 2 employees.
The project team will continue looking for a way to fix’ the report rather than changing positions — Stand
by for further developments.

REQUEST AN AGENCY POSITION REPORT

Use the following navigation to ‘State Position Status’ and select ‘Add a New Value’ or if you have run
this report before you can ‘Search’ or simply enter your ‘Run Control ID’.

o

Home = Develop Workforce = Manade Positions = Report = State Position Status Iy Wi oy

% Home S Sign Out

State Position Status

Find an Existing Value

Run Contral 1D ||
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[ Search | Advance:si/’/
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‘Run Control ID’ is primarily for technical tracking of processes. We recommend you simply use your 5
digit Business Unit in that field, then click ‘Add’. In the future, you may simply enter your Business Unit in

the previous screen and it will recall your ‘Run Control’.

@ Home S Sign COut

ey Window

Home = Develop Workforce = Manage Positions = Eeport = State Position Status

State Position Status

Add a New Value

Run Control ID:|

(Al | <

Find an Existing Yalue
In the following screen enter your 5-digit Business Unit. You will only get results for the Business Unit(s)

for which you have security access. Then Click ‘Run’.

NOTE: The ‘system’ currently seems to be placing a blank space in the Business Unit field. You may
have to backspace to clear that blank in order to be able to put all 5 digits of your business unit in.

@ Horme S Sign Qut
Horne = Develop Workforce = Manage Positions » Report = State Position Status e Wind o
Fosition Status Rpt. Y
Run Control ID:  kip EeportManager Process Monitor Run |
Company: IND Q)
Business Unit: | ﬂ ™ Select All Business Units
| & save iﬁﬂd& | Update/Display
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The following screen shows the parameters for the report and the *Format defaults to ‘HTM’, The report
is formatted to show best in adobe PDF format so we recommend you select ‘PDF’ for the Format. Then

click ‘OK’ and you will be returned to the previous screen.

& Hame S Sign out

e Window

Horme = Develap Watldorce = Manadge Positions = Report = State Position Status

Process Scheduler Request

User ID: lkptest Run Control ID: 1

Server Name: I 'l Run Date: |1 0i08/2003 &
Recurrence: I 'l Run Time: I 309:02PM
Time Zone: | vl Resetto Current DatedTime |

Process List
Select Description Process Name Process Type *Type *Format
¥ State Ageney Position Listing NDSHRO10 Crystal [wen =] [HTn =] E®
Do
PDF
RTF
THT
Wi
HLS

When you’re returned to this screen, click on ‘Process Monitor’ to view the status of the report running.

e

Home = Develop YWorldorce = Manage Positions = Repart = State Position Status

Fosition Status Rpt. Y

S Bign Out

& Home

e Yuind o

Run Control ID:  Kip Eeport Manager Process Monitor Run
Company: IND Q)
Business Unit: | ﬂ ™ Select All Business Units
| & save iﬁﬂd& | Update/Display
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At this Process Monitor screen, click on ‘Refresh’ periodically until the Run Status of your report shows
‘Success’. Then click on ‘Details’.

o

Horme = PeopleTools = Process Monitor = [hguire = Process Requests

I 'I Last: |1_|I:_)ays vl Refreshl N

& Home

& Sign Cut

[ e Wind o

Process List

I!kptest ﬂ Type:

User:
Server: I 'I Run Status: I 'I Instance:l to |

7 View Joh ltems

Run Date/Time Run Status
10/08/2003 2:18:52PM CDT Queued
10/08/2003 1:45:02PM CDT ]

User
lkptest
lkptest

Process Name
NOSHRO10
NDSHRO10

Instance Seq. Process Type
9664 Crystal
9663 Crystal

Details
Details

Go backto State Position Status

(@ save

Process List | Server List

/ At this Process Detail screen, click on “View Log/Trace” to get the next screen with the report file name.

Haome = PeopleTools = Process Maonitor = Inguire = Process Requests

Process Detail

Instance: 10042 Type: Crystal
MName: MOSHRO10 Description: State Agency Position Listing
Run Control ID: kip e
Location:  Server &

o
Server: PEMT

 Delete Request
Recurrence: o

Began Process At:

Ended Process At:

10/14r2003 2:50:12PM COT
10/ 472003 2:50:57PM COT

Request Created On: 101 4/2003 2:50:08PM COT Parameters Transfer
Run Anytime After: 10/ 472003 2:50:05PM COT lessade Log

Batch Timings
View LogTrace

\
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Then click the report name below to view the report.

ReportiLog Viewer

Instance: 664 Type: Crystal
Name: HNDEHEOLD Run Cntl ID: Lip
Status: =uCcess Submitted By: lleptest

Nerver; =T Recwrrence:

State Agency Position Listing

0 bytes Wed Oct 08 14:20:49 2003
74378 bytes Wed Oct 08 14:20:50 2003

NDSHRO10 9664.PDE

<

The report, shown below, may then be saved wherever you prefer to store it or printed at your own
printer.

I File Edit ‘iew Fawvorites Tools Help ﬁ
I EBack - = - 3 (2] o | Qhsearch [ Favarites 5 Media Q§| - S = H ¥
] Address I@ htkps:f v, connectnd  us/serviets/psreparts/ndhpg3/9020/MDSHRO lﬂ @GD |J Links
B @ WO Beeio WA - ] 6% - ®n A i
% )
-
x Date: 10/8:2003 State of North Dakota
E Business Usii 11000 Agency Pozition Number Listing
2
V Dept. Position Job Code Title Feg  Incumbent Name FLSA Grade Salary Fange Position Actnal  Inenmbent Comp.
g Temp. Status FIE FTE Salary Frequency
< 110 00000187 TINCORR CLS CODETO RECORD R Vacant 0.00 000 10O 0.00 0.00
.L%‘ 110 00000184 TEMP-NOT CLS-PARAPROF T Vacant 000 Q.00 0.00 0.00
110 00000189 TEMPOFARY-NOT CLASSIFIED T Vacant 0.00 0.00 000 000
? 110 00000183 NC9034 TEMP-WOT CLS-FROT SVC WK T e N 099 1.00 9.995.00 Laog B H
1?1 110 00000186 NC9038 TEMP-NOT CLS-SVCSMMAINT T N 099 1.00 9.999.00 LOo E H
5 110 00000186 INC9038  TEMP-NOT CLS-SVCSDMAINT T === N 099 1.00 9,993.00 100 o H
? 110 00000186 NC9038  TEMP-NOT CLS-SVCSMAINT T N 099 100 9.992.00 100 s H
4 110 00000186 IMC9038 TEMP-NOT CLS-SVCSMMAINT T e N 099 100 9.999.00 1.00 = H
? 110 00000186 NC9038 TEMP-NOT CLS-SVCSMMAINT T e N 099 100 9.992.00 1.00 = H
110 00000182 IMC9032 TEMP-NOT CL3-PROF = = N 099 100 9,999.00 100 e H
110 00000186 NC9038 TEMP-NOT CLS-SVCSMAINT T e N 099 100 9,993.00 100 o H
110 00000186 MC9038 TEMP-WOT CLS-SVCSMAINT T — N 099 1.00 9.995.00 LO0 B H
110 00000186 INC9038 TEMP-WOT CLS-SVCSDMAINT T a—— N 099 1.00 9.995.00 Laog i H
110 00000186 INC9038 TEMP-WOT CLS-SVCSMMAINT T — N 099 1.00 9,993.00 LoD 0 H
110 00000183 NC9034  TEMP-WOT CLS-FROT SVC WE T _— N 099 100 £.995.00 Log o H
110 00000182 NC9032 TEMP-NOT CLS-PROF T —_——me N 099 1.00 9.,993.00 Loo M
110 00000183 MC9034  TEMP-NOT CLS-PROT SVC WE T —_— N 099 100 £.909.00 L.oo i H
110 00000186 NC9038  TEMP-NOT CLS-SVCSMMAINT T cmm—— N 099 100 9.992.00 1.00 H
110 00000186 NC9038 TEMP-NOT CLS-SVCSDMAINT T s N 09g 100 9.995.00 100 0 H
110 00000186 INC9038 TEMP-NOT CLS-SVCSMAINT T N 099 100 9,992.00 100 T H
110 Total Dept. Position FTE: 1.00
Total Dept. Employes MNon-Temp FTE: 0.00
Tetal Dept. Emplovee Temp. FTE: 17.00
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